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Introduction

B What'’s
Covered in
This Guide

B The eDIRECT
Permissions
Matrix

This user guide discusses eDIRECT, the interface to the administrative
functions of the DRC INSIGHT Online Learning System.

The primary users of eDIRECT are District Assessment Coordinators
(DACs) and School Assessment Coordinators (SACs). The primary
audience for this guide is both eDIRECT end users and eDIRECT

administrators.
This guide is divided into various sections:

» The Test Setup Menu section covers two options from the Test Setup
menu: the Students option and the Test Sessions option.

- The Students option describes how to add students to eDIRECT,
and how to edit and manage student information, including
accommodations, demographics, and testing codes.

- The Test Sessions option covers how to create, edit, and manage
test sessions, as well as how to print test tickets and rosters.

» The Materials Menu section describes the process of ordering Braille
testing materials.

Note: Other eDIRECT information is available in the following user
guides:

User Guide Description

eDIRECT User Guide Wisconsin, Describes logging into eDIRECT for

Part 1 - Manage Users the first time, as well as adding and
managing other eDIRECT users

eDIRECT User Guide Wisconsin, Describes accessing and viewing

Part 3 - Reports* student reports

*Available May 9, 2016

For online testing, eDIRECT users will have a role—District or School.
Each user will be assigned a set of functions, called permissions, to allow
the user to handle the testing responsibilities.

The table on the following pages lists the location in eDIRECT the
permission applies to, the current eDIRECT permissions, a description of
the function(s) the permission allows, and the roles that are recommended
to be assigned the permission.

(1) Important: DACs MAY NOT assign DAC permissions to any other
user. There should be only one DAC user per district.

Page 5



Introduction

eDIRECT Permissions Matrix

Permission District School
eDIRECT Menu Left Permission link Name in Allows user to..
eDIRECT
DAC' DTC? | SAC® | STC* TAS
General ] Docurpents or Training Documents - View View documents to which X X X X X
Information Materials they have access
Administrator Add/edit user accounts X
and profiles
Manage Users User Administration
Administrator - Set | Specify a password for X
Password a user
Materials Access additional
- Additional - materials during the X
Primary Window primary window
Materials Additional Materials
Materials - Ente}”,. view, and rpodlfy
o . Additional Materials
Additional - View/ . . X
. orders via the Client Entry
Edit
screen
Reports - Manage - | Delete a set of published
X X
Delete reports
Publish reports so users
Manage Reports with “Reports - View”
Reports - Manage - | permission can see them, X X
Publish or unpublish reports so
users can no longer see
them
. Reports - View - Delete an individual
View Reports Delete published report X X
Reports - View . s
District Files View district reports X
Reports - View .
R t i .
eports View Reports or Test School Files View school reports X X
Results
View Reports - Download all reports for
Download - District/ | a district or school for an X X
School administration
Access district-level
Status Reports as noted in
Status Reports St.a tu.s Reports - the Online Testing Reports X
District Reports .
Configuration document
for the specific state
Student Lookup Student Lookup Look up student data X X X

"District Assessment Coordinator
2District Technology Coordinator
3School Assessment Coordinator
4School Technology Coordinator

5Test Administrator
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eDIRECT Permissions Matrix (cont.)

Permission District School
eDIRECT Menu Left Permission link Name in Allows user to..
eDIRECT
DAC' | DTC? | SAC? STC* TAS
Ne(;lneifsts?j;lgjéﬁiosnisﬁ;r tti}rlrllse- Test Setup - Primary | Access Test Setup during X X
pel L Window the primary window
driven permission.
Test Setup>General
Information . . ) .
Online Testing - View secured online
>Downloads Tab or . X X X
Test Setup>Technology Secured Resources testing downloads
Downloads
. Configure a computer or
Device Toolkit E’)Ztll?iitup - Device other approved device to X X X
use for testing
Test Setup Students - Scarch/ Search/view student data
View and download search X X
results
Add/edit students and
Students - Add/Edit | student data for testing X
online
Students
Students - Download a list of
Download Students student information for all X
students in a school
Upload a list of students
Students - Upload and student data for X
testing online

District Assessment Coordinator
2District Technology Coordinator
3School Assessment Coordinator
4School Technology Coordinator
5Test Administrator
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eDIRECT Permissions Matrix (cont.)

Permission District School
eDIRECT Menu | Left Permission link | Name in Allows user to..
eDIRECT DAC' | DTC2 | SAC® | STC* | TA®
Test Session - Search/view test
. sessions and download X X X
Search/View
search results
Test Session - Add, edit, and delete % X
Add/Edit test sessions
Test Session Delete test sessions
- Delete pre- pre-created by the State X X
Created team
Test Session - View testing status
. . X X X
Status Summary | summary information
. Upload a list of test
Tt - K .
est Session sessions to add or edit X X
Upload .
test sessions
. Print student test
Test Sessions Test Tickets - login tickets and X X X
View/Print view individual ticket
Test Setup statuses
Unlock a student test
log-in ticket after a
Test Tickets - student’s test status X
Unlock is “Completed” or
the student test log-in
ticket is “Locked”
Test Tickets - Synchronize a student’s
Regenerate Test | test with their current X
Ticket accommodations
Test Tickets - E?e t(gzl;sot\i/s;;ext—x
View Questions v . X X X
Attempted—in the
Attempted
Status column
Test Setup - .
Student Status View Student View test status by X X X
student
Status

District Assessment Coordinator
2District Technology Coordinator
3School Assessment Coordinator
4School Technology Coordinator

5Test Administrator
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Test Setup

The Students Option

From the Students option of the Test Setup menu, eDIRECT users can search for students, view the test
sessions in which a student is currently enrolled, and view the status of the session.

Select Students from the Test
Setup menu to display the
Manage Students page.

General Information Ma nage Students

Managr: Users Manage Students

eDirect Setup # Instructions

Test Setup

* Indicates required fields

A Partner For Excellence

Welcome !
Home | Log Off

Upload Multiple Students

General Information Administration District School
Device Toolkit Wisconsin Forward Exam SDIE* (All) E'
Students
Vil Cdeyn Last Name First Name State Student ID
Testing Windows | ‘ ‘ |
w 2 Accommodation Content Area Accommodation Type Accommodation
Administration Setup E
Reporis
Grade Online Test Status Content Area
Student Lookup E
Session Session Assignment

Find Sgudents

Clear (None)

B lastName 4 First Name State Student ID Local Student 1D Date Of Birth Grade & Action

To search for one or more student
records, use the various drop-down
menus and fields to enter search
criteria and click Find Students.

]
I

Online

Students

To filter the display based on whether students have been
assigned to a test session, use the Session Assignment
drop-down menu. You can select one of the following values:

Value Description

Online Displays the students that have been assigned
to a test session (the default value).

None Displays the students that have not been
assigned to a test session.

Blank Leaving the field blank displays all students,
both assigned and unassigned.
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Test Setup

Editing a Student’s Information

You can perform the following tasks from the Edit Student window:

* Modify a student’s detail information (see below).

* Mark a student’s accommodations (see “Student Accommodations” on page 12 and “Editing a Student’s
Accommodations” on page 13).

* Modify a student’s demographic information (see “Editing a Student’s Demographics” on page 14).
* Mark a student’s testing codes (see “Editing a Student’s Testing Codes” on page 15).

* View the test sessions for which the student is enrolled (see “Viewing a Student’s Test Session
Information” on page 16).

» View the student’s test session status information (see “Viewing and Exporting Test Session Status
Details” on page 30).

Edit Student

i Instructions
* Indicates required fields

Last Name First Name Middle Initial ~ State Student ID
Student | * [ima x| * | [1234567890

Student Detail Accommedations Demographics | Testing Codes Test Sessions

Administration District School
* | DRC USE ONLY - SAMPLE DIST* DRC USE ONLY - eDIRECT SAN”

Date of Birth Grade Gender Race/Ethnicity Local Student ID
11/5/1999 [E* [r2 [ [male [¥]* | padific 1slander/ Hawaiian nati{x|*  [9876543210
(mm/dd/yyyy)

District Of Accountability School Of Accountability

To view or edit a student’s detail information, do the following:
1. Click the Student link from the Test Setup menu and select your search criteria.

2. Click Find Students.

3. Click the View/Edit icon (L_-J) in the Action column for the student whose information you
want to edit.

4. |n the Edit Student window, edit the information in the Student Detail tab.

Note: The information in the District and School fields cannot be edited.

5. Click Save to save your changes or Cancel to cancel your changes.
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Test Setup

U Student
Accommodations

For students who are approved to use accommodations during online
testing, please indicate which accommodations they will use, by content
area.

To reference the accommodations that are available, do one of the
following:

» See the Accessibility Guide Wisconsin Forward Exam located at
https://dpi.wi.gov/assessment/forward/accommodations.

* Log in to the Wisconsin eDIRECT site at https://wi.drcedirect.com.
Select General Information—Documents, Wisconsin Forward
Exam Spring 2016 for Administration, Test Administration
Manuals and Guides for Document Type, and click Show
Documents.

Page 12


https://dpi.wi.gov/assessment/forward/accommodations
https://wi.drcedirect.com

Test Setup

Editing a Student’s Accommodations

In eDIRECT, administrators must indicate whether a student will use an accommodation. The student test
tickets will indicate whether the accommodation is enabled.

Use the Accommodations checkboxes to indicate
which accommodations the students will require.

# Instructions
* Indicates reguirad fizlds
Last Name First Name Middle Initial State Studepf ID
Student [ = [ima x]* | | [1234582450

Student Detail Accommodations Demographics Testing Code; Test Sessions

| Online Color Choices [CC] ~

| Online Contrasting Color [CTC]

| Gniina Reverse Contrast [RC]

| Gniine Masking [MSK]

| Online Text-to-Spesch [TT3]

Online Spanish Translation (Stacked) [ST]

: Standard Bilingua! Dictionary

| Standard Magnification

| Standard Moise Buffers v
Cancel

To view or edit a student’s accommodation information, do the following:
1. Click the Student link from the Test Setup menu and select your search criteria.
2. Click Find Students.

3. Click the View/Edit icon (L_-J) in the Action column for the student whose information you want
to edit.

4. |n the Edit Student window, edit the information in the Accommodations tab.
5. Click Save to save your changes or Cancel to cancel your changes.

6. After saving your changes, review the Update Report for changes to online accommodations.
The report may indicate that test tickets need to be reprinted.
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Test Setup

Editing a Student’s Demographics

H Instructions
* Indicates requirad fislds
Last Name First Name Middle Initial State Student ID
Student | = [ima = | [1234567830
Studant Detail Accommaodations Demographics Testing Codes Tast Sessions
Disability Status ~

English Froficiency

Migrant Status

Enrolled in School FAY

Enrolled in District FAY

EL Student Mew to Country

N I E E @E E

1 -
2.
3.

To view or edit a student’s demographic information, do the following:

Click the Student link from the Test Setup menu and select your search criteria.
Click Find Students.

Click the Viewl/Edit icon (E) in the Action column for the student whose information you want
to edit.

In the Edit Student window, edit the information in the Demographics tab.

Click Save to save your changes or Cancel to cancel your changes.
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Test Setup

Editing a Student’s Testing Codes

® Inctructions
* Indicates requirad fizlds
Last Name First Name Middle Initial State Student ID
Student | = [ima & | | [1224557830

Student Detail Accommodations Demaographics Testing Codes || Test Sessions

Cancel

To view or edit a student’s test code information, do the following:
1. Click the Student link from the Test Setup menu and select your search criteria.
2. Click Find Students.

3. Click the View/Edit icon (E-J) in the Action column for the student whose
information you want to edit.

4. In the Edit Student window, edit the information in the Testing Codes tab.

Note: A student must be placed into a test session before marking any code for the
content area.

5. Click Save to save your changes or Cancel to cancel your changes.
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Test Setup

Viewing a Student’s Test Session Information

[
Edit Student

Instructions

* Indicates required fields

Last Name First Name Middle Initial GTID

StudentOne *  EPMSample * 1122332211 *
Student Detail Accommodations Demographics Testing Codes Test Sessions

District

Session Detail

School Session Name 4  Assessment 4 Status 4 Begin Date  End Date Action

SAMPLE SAMPLE Gro

DISTRICT SCHOOL EPMSamplaMatherma Mathematics Mot Started E
oTT - Module 1

SAMPLE SAMPLE Gro

DISTRICT SCHOOL EPMSampleMatherma Matheratics Mot Started E
OTT - Module 2
SAMPLE )

SAMPLE ; Gr 5 Reading

DISTRICT SCHOOL EPMSampleReading =~ Module 1 Mot Started E
aTT
SAMPLE )

SAMPLE ; Gr 5 Reading

DISTRICT SCHOOL EPMSampleReading  ~ Module 2 Mot Started E
oTT
SAMPLE .

SAMPLE ; Gr 5 Science

DISTRICT SCHOOL EPMSampleScience Module 1 Mot Started E
oTT

SAMPIF SR HLE Gr 5 Srianre [—1

Save

Cancel

m

1.
2.

3.

To view a student’s Test Sessions, do the following:

Click the Student link from the Test Setup menu and select your search criteria.

Click Find Students.

From the Test Sessions tab, click the Edit/Print Ticket Status icon (E) in the Action
column for the student whose information you want to view. The Testing Status window
displays.

From the Testing Status window you can print one or more student test tickets in the
test session.
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Test Setup
Adding a Student to eDIRECT

There are two ways to add students to eDIRECT. The method you use depends on whether you have already
set up a test session for the student. Use the Add Student window to add a student if you do not have a test

session set up for the student. If you have a test session set up, see the topic “Adding Students to a Test
Session” on page 26.

Note: DPI will upload students to eDIRECT for all public (non-Choice) schools. Student data will be
current as of February 12, 2016.

To add a student to eDIRECT, do the following:

1. Select a district and school from the Manage 2. Enter or select the necessary
Students page and click the Add Student information in the Student Detail tab to
button at the bottom of the page to display the add the student.

Add Student window.

# Instructions

ndicates required field
Last Name First Name Middle Initial State Student ID
Student Y fIma ’ 123456789
Student Detail || Accommeodations | Demographics | Testing Codes
Administration District Schoal
DRC USE OMLY - SAMPLE ?[STE i DRC USE ONLY - eDIRECT 5.’\"1@ i
Date of Birth Grade Gender Race/Ethnicity Local Student ID
51-"1-"2001 [jl ? 10 |E| v Female |E| ¥ Pacilic [slander; Hawaiian ‘1.=L|-.-=|E| 2
District Of Accountability School Of Accountability

Save Save & Add Another Cancel

3. When you are finished, click Save to save your information and end
the process, Save & Add Another to save your information and
continue the process to add another student, or Cancel to cancel the
process without saving your information.
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Test Setup

Uploading Multiple Students to eDIRECT

To upload multiple student records at once, you can upload a file containing student information to
eDIRECT-Test Setup. The file must be in the comma-separated value (.csv) format used by Microsoft

Excel and the fields in the file must be in specific columns. After a file is uploaded successfully, the students

will automatically be added to test sessions at their designated school and grade level.

To create and upload a student file, do the following:

1. Select Students from the Test Setup menu to display the Manage
Students page and select the Upload Multiple Students tab.

DATA RECOGNITION
e A Partner For Excellence @

Welcome !
Home | Log Off

General Information Manage Students
Manage Users Manage Students | Upload Multiple Students
eDirect Setup ! Download the File Layout (PDF document) and a Sample File (CSV Text File).

Test Setup & Instructions

General Information i :
* Indicates required fields
Device Toolkit
School

Students Administration

Test Sessions Wisconsin Forward Exam 5p||z|:F

Testing Windows
File

Browse... | *

Administration Setup

2. The Upload Multiple Students tab contains
links to both a sample PDF file that contains
instructions and a sample .csv file that you can
use to create the actual file.

Wisconsin Upload Multiple Student File Layout

= File must contain a header row with the column fitles (se example). If a header isnt ussd, the first student wil
b removed from the fic. . n q
+ File must contain the data in the ordsr listed in the fie layout CI k h D I d h F I L I k
R o e e o e W o ick the Download the File Layout link to save
+  Fickis cannot contain commas. . q .
+ File must be in comma separate {.csv) format, d I h WIS d L F | df f I
;P oy or display the tudentLayoutFile.pdf file.
< Save fic updates/changes within Excel.
o Openfie in Exce, i fils nat alrsady open.
= Onthe Windows menu bar, click File, then Save As q 9 q .
o The Save As dialog box will appear. The line at the bottom of this box reads Save as type: | Th|S f||e d|Sp|ayS the requ”‘ed Iayout Of the CSV
+ Click on the down amow to fhe right of fs line to open & drop cown menu. _— -
Seroll down the menu unfil CSV (Comma deiimited) s visible

+ Click on Save on the right.

o | roro byt and examples describing how to create and

2 Click on CSY {Comma delimited) [*_cav] to select for the Save as type: f||e you W|" upload to DRC Wlth rules, InStl’UCtIOﬂS,

£ | Mame Length Values.
format the file.
1 | District Number 10 + 08, T: leading zro(s)
required

+ AlphaNumeric
2| School Number 10 + 08, T lsading z=rofs)
reqired

Fiumerc
08.07. 0210 o
S Required (not blank)
Piacement i
. required if
1 it
Version 1.0 Data Reeagnition Corp Confdsntial Fage 1of3
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Test Setup

Uploading Multiple Students to eDIRECT (cont.)

IM A Partner For Excellence @
CORFORATION Welcome !
Home | Log Off

General Information Manage Students
Manage Users Manage Students Upload Multiple Students
eDirect Setup & Download the File Layout (PDF document) and a Sample File (CSV Text File).

Test Setup @ [nstructions

General Information 3
N _ * Indicates required fields
Device Toolkit

Administration District
Wisconsin Forward Exam Sp\E* (Select)

Students

Test Sessions

Testing Windows:
File

Administration Setup

Reports upload

Student Lookup

3. Click the Sample File link to download or display the
WISampleStudentFile.csv file.

Notes:
» This file is only a sample of the type of file you will upload to DRC.

* Depending on the browser you are using, a dialog box may display
that you can use to open or download the file.

A B E D E F G H | J K L M N :
| 1 |District Ny iSchool Nui Grade Lev: Student La Student Fir Student Il Wisconsin Local Stud Date of BitGender  Disability < English Prc Racial Ethr Special Stz
2 | 3.36E+08 4.36E+08 5 Anderson Melinda Renee 1.23E+09 5678 5132005 F N 7w N T
3  3.36E+08 4.36E+08 5 Carlson  Ross Everett 1.35E+09 1234 8222004 M N A N ‘
4 | 3.36E+08 4.36E+08 9 Smith Jorden Cole 1.46E+09 10102002 M N 7B N ‘
5  3.36E+08 4.36E+08 9 Malley Lucy Lee 1.57E+09 3062003 F N 7w N ‘
6 | 3.36E+08 4.36E+08 10 Stevens  Cody 1.68E+09 4122000 M N 7T N ‘
7 | 3.36E+08 4.36E+08 10 Roberts  Rita M 1.79E+09 11081998 F N 7B N }
R

4. Use the WISampleStudentFile.csv file to create,
rename, and save a student file to upload.

Note: Be sure to keep the header column rows
in the file you upload.
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Test Setup

Uploading Multiple Students to eDIRECT (cont.)

Manage Users

Testing Windows

Administration Setup ¥

Student Lookup

General Infarmation Manage Students

—

A Partner For Excellence

Mznage Students | Upload Multiple Students
%4 Download the File Layout (PDF document) and a Sample File {CSV Text File).
B Instructions

* Indicates required fislds

Administration District Schoal

Wisconsn Feruard Exem SplE]" | ORG uSE WLy - SAWPLE O1F]" | oRc usE vy - wr sauLe]

File

5. After you have created a students file, click
Browse to locate it, select the file, and
click Open to display it in the File field of
the Upload Multiple Students tab.

Ma

General Information
Devies Toalkit

Students

Test Sessians Wi
Testing Windows
File

Manage Students
¥ Download the File Layo/it (PDF document) and a Sample File {CSV Text File).

& Instructions

* Indicates required fields

Administration

WISampleStudantFie_edit.csv

A Parcner For Excellence

nage Students

Upload Muftiple Students

District School
DRC USE ONLY - SAMPLE Dl‘ DRC USE ONLY - WI SAMDLE

sconsin Forward Exam Spy

X | Browss.: =

Page 20



Test Setup

Uploading Multiple Students to eDIRECT (cont.)

Manage Students
Manage Students Upload Multiple students

W& The student file has been transferred and is being validated. Please check back later to review the status.
% Download the File Layout (PDF document) and a Sample File (CSV Text File).

®Instructions

* Indicates required fields

Administration District School
Wiscansin Forward Exam & [¥|* | DRC USE ONLY - SaMpLEC[¥]* | (all)
File

Browse...

UD|BB\

6. Click Upload. A message displays indicating the file has been
transferred and is being checked for errors.

Manage Students
Manage Students | Upload Multiple Students

&2 A previously submitted student file failed to upload. Please check the error report and resolve the errors before resubmitting the file.

& Download the File Layout (PDF document) and a Sample File (CSV Text FileY.
#Instructions
* Indicates required fields

Administration District School
Wisconsin Forward Exam S [v|* | DRC USE ONLY - SAMPLE C[v|* | (all)

File

Browse... | *

Upload

7. Ashort time after the file has been validated, you can review its status.

If the file contains errors, a message displays indicating that the file failed
to upload. You should review the error report and correct any errors.
Click the error report link to display a file describing the errors.
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Test Setup

Uploading Multiple Students to eDIRECT (cont.)

A B G D E F G H | ] K L M N (8] P

1 1 1E+09 1E+10 3 1.9E+09 Lughaidh Cupid The district or school does not match all district or school records within the uploaded file.
2 2 1E+09 1E+10 3 2.01E+09 Muirenn Dike The district or school does not match all district or school records within the uploaded file.
3 3 1E+09 1E+10 3 2.79E+09 Fyodorov Aoide The district or school does not match all district or school records within the uploaded file.
4 8 1E+H)9 1E+10 4 2.12EH)9 Ahmose Aristocles The district or school does not match all district or school records within the uploaded file.
5 5 1E+09 1E+10 4 2.23EH09 Hugo Aldo The district or school does not match all district or school records within the uploaded file.
6 B 1E+09 1E+10 4 2.9EH09 Sigridr  Mubina The district or school does not match all district or school records within the uploaded file.
7 7 1E+09 1E+10 5 1.23E+09 Siguror  Cenhelm The district or school does not match all district or school records within the uploaded file.
8 B 1E+09 1E+10 5 1.35E+09 Sigridr  Polymnia The district or school does not match all district or school records within the uploaded file.
9 9 1E+09 1E+10 6 2.34E+09 Helmo  Chodocha The district or school does not match all district or school records within the uploaded file.
10 10 1E+09 1E+10 6 2.46E+H09 Amalthea Brigid The district or school does not match all district or school records within the uploaded file.
2k 11 1E+09 1E+10 7 2.57E+09 Aebbe  Maia The district or school does not match all district or school records within the uploaded file.
12 12 1E+09 1E+10 7 2.68E+19 Fyodorov Sandu The district or school does not match all district or school records within the uploaded file.
13 13 1E+09 1E+10 8 1.46E+09 Porphyrio Nereus The district or school does not match all district or school records within the uploaded file.
14 11 1E+H)9 1E+10 8 1.57EH09 Sigimund Koios The district or school does not match all district or school records within the uploaded file.
15 15 1E+09 1E+10 10 1.68E+09 Eadwig Lug The district or school does not match all district or school records within the uploaded file.
16 16 1E+09 1E+10 10 1.79E+09 Maxima Aoide The district or school does not match all district or school records within the uploaded file.

&
i

8. When you click the error report link, an Excel Error_Report file displays
indicating the error(s) that occurred. You can view or print this file to help
correct the error(s).

After you have edited your upload file, repeat Steps 5-8 until the file
uploads without error (see Step 9).

Manage Students
Manage Students Upload Multiple Students

Uploading a new file will discard the previous student file and error report that are available from the below links.

The student file has been accepted, all records free of errors have been uploaded. Please check the error report and resolve any errors that
may exist before resubmitting the file.

% Download the File Layout (PDF document) and a Sample File (CSV Text File).

& Instructions

* Indicates required fields

Administration District school
wisconsin Forward Exam S[¥]* | DRC USE ONLY - SAMPLE C[¥]* | (Al) ¥

File

Browse... | *

9. If the file uploads without error, a message displays indicating that the
upload process was successful. You can click the error report link to
review the error report and verify the status of the upload.

Note: If you upload another student file, the new file will overwrite the
current version that is uploaded.
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Test Setup

The Test Sessions Option

From the Test Sessions page, you can view all of the test sessions for a specific district or school. The
window displays the status of the session—Not Started, In Progress, or Completed.

Status Description

Not Started* The test session has not started.

In Progress  The test session is in progress.

Completed** The test session is finished. The start time, end time, and length of the test session are also displayed.

* A status of Not Started means that no student in the session has started the test.
**A status of Completed means that all of the students in the session have completed the test.

Select Test Sessions from the
Test Setup menu to display the
Test Sessions page.

A Partner For Excellence

District
Wisconsin Forward Exam Saf]* |DRC st ony - sawpe D[] [ il

School
First Name State Student 1D

ssssss

DRC USE
ONLY -
SAMPLE
DISTRICT

Studants N Mot 2 e m

B i | s | voee | S EEEE R
2 s i Mot |

T R R e =]

DRC USE e
B O m e ew ew OEOCER
SWRE s

DRC UsE
A

ONLY - 5 Grads 8 Social | Gradz 8 Net R A
s g USSR S A o

DISTRICT

DRC USE
ONLY -
SAMPLE
DISTRICT

DRC UsE

Add session | | Export to excel | [ unlock setected | [ uniock all | export stucent petaiis

To view the status of test sessions, click on the Test Sessions
link from the Test Setup menu, enter your search criteria, and
click Show Sessions. The Test Sessions window displays.
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Test Setup

Adding a Test Session
If you want to place students into smaller test sessions, or you need to add a new test session, you can add

your own test sessions.

Note: To move students from a large test session to a smaller test session, you’ll must first remove the
student from the large test session.

& Testing Window: 03/28/2016 - 05/20/2016

Instructions

* Indicates required fields

Session Name Content Area Assessment
! J* (Select) [ * *
Mode Begin Date End Date

£ [ EH | Bl

Search for Available Students

Student Last Name Student First State Student ID Grade
(ally [¥]
Accommeodation
(All [+]
Find Students New Student
Available Students: Students in Session:
Double-click to edit Student Double-click to edit Student

Save Save & Add Another Cancel

To add a test session, do the following:

1. Click the Test Sessions link from the Test Setup menu and select a
district and school (required).

2. Scroll to the bottom of the page and click the Add Session button.

3. The Add Test Session window displays. Enter the required information
(indicated by an asterisk [*] next to the field). The Session Name should
be descriptive. For example, you might name the session by teacher
name and classroom period.

Note: The Mode, Begin Date, and End Date fields are greyed out
because you cannot edit these fields.
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Test Setup

Adding a Test Session (cont.)

&% Testing Window: 03/28/2016 - 05/20/2016
& Eligible Grades: 04

# Instructions

* Indicates required fields

Accommodation
(AN

Find Students New Student Clear
Available Students:

13
Kl

Double-click to edit Student

Save Save & Add Another Cancel

Session Name Content Area Assessment

smith Grade 4 Math | *  [Mathematics [+] Grade 4 Math [¢]*
Mode Begin Date End Date

Search for Available Students

Student Last Name Student First Name State Student ID Grade

Students in Session:

Double-

04

gk to edit Student

4.
5.

7.

8.
page 38).

Enter any other student search criteria and click Find Students.

Select a student from the Available Students list. To select multiple students in
sequence, press the Shift key while you select them. To select multiple students
that are not in sequence, press the Ctrl key while you select them.

Use the Add Selected (b)), Remove Selected ( 4 ), Add All (), and
Remove All (‘«) icons with the Available Students and Students in Session lists
to select one or more students to remove from or add to the test session.

Click Save or Save & Add Another (see “Adding Students to a Test Session” on
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Test Setup

Adding New Students to an Existing Test Session

Students uploaded into eDIRECT by DPI (public non-Choice schools) will automatically be placed in a
single test session per school/content area/grade.

Sessions | Status Summary

ST

DRCUSE
e TR GakSEA  Geizma M2 e |
SaNBLE e Sezreed Hz =
DERIET fsaoor
ORCUSE
DRC USE
ONLY -
NLY - Grade 3 ety | Not 12, v ™ DEE@
BT BD mn ewe k. vamy/vaw| O
DISTRICT | <00l
DRCUSE
e Dmgr | Gades Grace s M 2 | yz2i017 &
SAMRLE 5 Mathematics | O = Searted /12 £
. saeE
scooL
| orcuse | DRCUSE

Add Session | | Export to Excel I Unlock Selected ‘ /t Unlock AlL| | Export Student Details

To add one or more new students (students that are not already in eDIRECT)
to an existing test session, do the following:

1. Select an existing test session for the student’s grade level.

2. Double-click the View/Edit icon (__}).

|E|:Iit Test Session
&0 Testing Window: 01/22/2016 - 01/22/2017
& Eligible Grades: 03

& Instructions

* Indicates required fields

Session Name Cantent Area

A

Assessment

Mode Begin Date End Date

3. When the Edit Test Session window ; = O
displays’ CIiCk New Student_ |5tu-dent.l_ast Name“ Student First Name State Student ID Grade

|1 ] | [os M
\ Accammedation
:

(] (] (3]

Available Students:

Students in Session:
[Anderson, Sally (5354567890)
Carlson, S=an (9965678902}
Smith, Simon (3696783023)

[ Y1.4Y.4

Double-dlick to edit Student

Double-dick to edit Srudent
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Test Setup

Adding New Students to an Existing Test Session (cont.)

# Instructions

= Indicates required fislds

District OF Accountability Schoal OFf Accountability

Ll il

[Salact] |

Last Name First Nama Middle Initisl  State Student ID
Student Datail | Accommodations | Damographics | Testing Codas
Administration District School
-
Dst= of Birth Grade Gander Race/Ethnicity
I - == [ea E‘ (Select) -=
(mmy/dd/yyyy)

Local Student ID

4. The Add Student window displays. Enter the student’s information
into the fields on the Student Detail tab.

5. Click Save. The student you added is automatically placed in the
Students in Session list for that test session.

6. Click Save again when the Edit Test
Session window re-displays.

| Edit Test Session

&} Testing Window: 01/22/2016 - 01/22/2017
4 Eligible Grades: 03
@ Instructions

* Indicates requirad fislds

Session Name Content Area Assessment
:
Mode Begin Date End Date
. i)

Searzh for Availsble Students

Student Last Name Student First Name Stats Student ID Grade

\ | I | [oa 5|

Accommodation
(all)

Available Students:

Students in Session:

Anderson, Sally (5254567530)

Carlson, Sean (9965678902)
E Smith, Simon (2656783023)

[ V.4 Y

Double-click to edit Student Double-click to edit Student
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Test Setup

Adding New Students to an Existing Test Session (cont.)

You also must add the student to the other tests sessions for any other content areas for which they will test.

Edit Test Session

& Testing Window: 10/16/2015 - 10/16/2016

& Instructions

* Indicates required fields
Session Mame - Content Area Assessment

Mode Begin Date End Date ]
10/16/2015 = ofe/2016 Bk

Search for Available Students

Student Last Name Student First Name GTID Grade
(all) |z|
Accommodation
(&l |z|
Find Studen New Student Clear

Available Studants: Students in Session:

AVERY, ANDERSON (1122334455)
BARRY, BAGGERTY (2233445566)
CAMILLE, COOPER (3344556677)

Double-click to edit Studen Double-click to edit Student

|/

To add one or more new students (students that are not already in eDIRECT) to an
existing test session, do the following::

1. Select an existing test session for the student’s grade level.

2. Double-click the View/Edit icon (__]) and click Find Students. The student’s name
displays under Available Status.

3. Click on the student’s name to highlight it and click the Add Selected icon (m) to
move the student to the Students in Session column.

4. Click Save. After the student is added, you can print a test ticket for the student.

Page 28



Test Setup

Exporting a Test Session

You can export the details of a test session as an Excel file (.xIs) to save, view, edit, or print in a spreadsheet.

!-' Sessions I| Status Summary ]

® Instructions

Select District School Sessiol nent Begin Date End Date  Action

1071672015 1071672016 (gl "N g ol O 720
Sample District  Sample School | RejaBiology i 10/16/2015  10/16/2015 _':wll_] L E
American
g SAMPLE, Literature Mot g g llgg |l |
Sample District | Sample School upload i Started 10/16/2015| 10/16/2016 L JW“ JL JL —:JE
Composition

Economics/Bus  Not

oo™ Ste | 101872015 1015016 [ OL =]
Economics/Bus Mot ‘—‘w —1 — E
Enterprice Started 10/16/2015| 10/16/2016 =
Sample District Sample Schosl | RojaMAthSessio Geometry ;‘g od | 10/16/2015 10/16/2016 2 wuL_JLEJE
Mot

Not o4 | 10/16/2015) 10/16/2016 -wi ] - E
Sample District  Sample Schosl | TestHistory ﬂgﬁ:ﬁfﬁtﬂ ;;t weq | 10/16/2015 10/16/2016 QDEEE

Sample District  Sample School  RojaTestSessior

Sample District = Sample School | RojaTest

Sample District | Sample School | RojaMaskingfcc Biolegy

To export a test session, do the following:

1. Click the Test Sessions link from the Test Setup menu and select your search
criteria.

2. Click Show Sessions.

3. Click the Export Details icon (‘E) in the Action column for the test session
that you want to export. The test session details are exported to an Excel file
(.xIs) that you can save, view, edit, or print.

Note: Depending on the browser you are using, a dialog box may appear for
you to use to open or download the file.

Opening StudentTickets 999998000 999998003.csv =)

You have chosen to open:
[EL] StudentTickets_999998000_999998003.csv

which is @ Microsoft Excel Comma Separated Values File

from: https://ne.drcedirect.com

‘What should Firefox do with this file?

Microsoft Excel (default) -

() SaveFile

] Do this automatically for files like this from now on.

o] [Lomer ]
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Test Setup

Viewing and Exporting Test Session Status Details

The test session status display provides the following information: each student’s test ticket status; the time
the student started the test; and the time the student completed the test. You can use this information to
verify that all of the students in a session have completed their tests.

Sessions | Status Summary

# Instructions

| Session Detail
Select District = i ‘ BeginDate EndDate  Action

 sompe et | vl scd onerns) oo Y O o 0
Sample District | Sample School | RojaBiclegy Bickogy gto;rted 10/16/2015 10/16/2016 EEDEE@
American
SAMPLE, Literature Mot
Sample District | Sample School o ki Starteq | 10/16/2015| 10/16/2016 EEE E@
Composition

) B . Fconomics/Bus Mot
Sample District | Sample School | RojaTestSessior s Started 10/16/2015| 10/16/2016 EEBE @
Sample District | Sample School | RojaTest Ecmnor /b N 10/16/2015| 10/16/2016 EEEEE
. Enterprise Started
Sample District = Sample School |~ RojaMAthSessio Geometry ?toifrted 10/16f2015 10/16/2016 EEDEE
Not
s s e IR
United States | Mot
Sample District = Sample School | TestHistory History Started 10/16f2015 10/16/2016 EEDEE@

Sample District | Sample School | RojaMaskingAcc Biokegy

To view or export the status of a test session, do the following:

1. Click the Test Sessions link from the Test Setup menu and select your
search criteria.

2. Click Show Sessions.

3. Click the Edit/Print Ticket Status icon (Lj) in the Action column for the
test session details you want to view or export. The details for the test
session you selected display in the Testing Status window.

Testing Status

# [nstructions

Last Name Status Status By Module
{In Progress E American Literature - SectiorE
Testing Status - SAMPLE, TEACHER (American Literature and Compo3itien.- American Literature - Section 1) You can search for students

Select Last Name First Name User Name Password tus Started Compieted Action on the TeStIng Status WIndOW

AVERY ANDERSON | AAVERY1 usmsze | gt i (.3 L' ; by Last Name. Status. or

BARRY BAGGERTY  BBARRY1 seatss7s | Mot D 7] E ™

fet - ~] Status by Module.
CAMILLE COOPER coamuEr  Beusass POt E 71 E L'

Enter your search criteria or
select from the drop-down
menus. Click Filter to display
the results or Clear to clear
your selections.

Print Selected Print All Unlock Selected Unlock All Close
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Viewing and Exporting Test Session Status Details (cont.)

| Sessions | status Summary

# Instructions

Select District - ame i Begin Date End Date  Action

1of16/2015| 1071572015 g ¥ Mg e = 720
Sompl it Sl Sl Ry toneanss sso1s [N =]
American |
SAMPLE, Literature Not L
o N o 15 =
‘Compesition

e ; ot oo | EEEEE@
Sample District  Sample School ~ RojaTestSessior B Started 10/16/2015 | 10/16/2016
o ; Srllggilal EEEEEE
Sample District = Sample School | RojaTest Enterprise Started 10/16/2015 | 10/16/2016
G RN R 2t EEEEEE
Started

Sample District  Sample School |~ RojaMathSessio Geometry

Mot

s s oo I T=]
United States  Not
el TR P o i = (R

| Add session, | Exeertto Excel | | Unlock selccted | | unlock an

Sample District  Sample School | RojaMaskingAcc Biclogy

Sample District  Sample School | TestHistory

4. To export one or more test session statuses to a spreadsheet file (.xls) that
you can save, view, edit, or print, check the Select checkbox next to each test
session status you want to export and click Export to Excel.
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Copying a Test Session

You can use an existing test session as a template to create a new test session. For example, assume that
the students in a class originally were going to perform ELA testing. Now, they are going to perform math
testing. You can make a copy of the ELA test session and edit it to create the new math test session.

A Parwner For Excellence

Test Sessions

Manage Test Sessions

District Schosl
DRC USE ONLY - SAMPLE mE| {ally
First Name State Student ID
Ses
Cantent Area Assessment
(A E| [70) E

Sessions || Status Summary

A

=]

DRCUSE Copy Session
oReuse | RElS =
onLY . ot = <
e P g e e 0 s )
DISTRICT

DRC USE

ohLY’ e Grade 3 rode 3 Misth | NOE 221 Ao &
S oOmT L. eeesw I, vesns e [T B

DISTRICT SCHOOL
oowse B
ONLY - ade 5 | Mot 7 ey ™
vy wmEr (SRS ks 0% vmnas vaen | [EIEIEE] B
e S
e
DRC USE i
oo OOV

Add session | | exportto excel | [ unlock selecsed | [ unlack all | | expart student petaite

To copy a test session, do the following:
. . . ) Testing Window: 0122/ - 01/22f
1. Click the Test Sessions link from the Test —
Setup menu and enter your search criteria. * Indicates required filds
Session Name Content Area Assessment
2. Click Show Sessions to display the Testing [ hET B [cradzes -
Status window. Mode 2zgin Dat= - End Date =
3. DOUbIe.-CIICk the Copy seSSIon ICOIn (-_L) In i:t:;l::t‘a‘:‘::::':zurb Student First Name State Student ID Grade
the Action column for the test session that you | - I I D
Accommodation
want to copy. ) |
4. When the Add Test Session window displays, e Lo [ga
enter the appropriate edits for your new test et pesioniia st se s ianin
session and click Save to save your changes, emm— o
Save & Add Another to save your changes ?iﬂ}'ifﬁfii?f?‘[535456759\0) o Semmen:
and add another test session, or Cancel to S, S (s656733025) &
cancel your changes. 4
«
Double-click to edit Student Double-click to edit Student
= E=
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Test Setup

Printing Test Tickets and Rosters

You can print test tickets for the students in a test session. You can print all of the tickets for all of the
students in a session, or you can select specific students and print their tickets. You must have a student
test ticket for each section of the test: three tickets per ELA assessment and two tickets for Mathematics,
Science, and Social Studies assessments.

To print test tickets for the students in a test session, do the following:

1. Click the Test Sessions link from the Test Setup menu. when the Test
Sessions page displays, select your search criteria.

2. Click Show Sessions. From the Sessions tab you can print all of the
tickets in the test session or selected tickets.

Test Sessions
Manage Test Sessions

# Instructions
* Indicates required fislds

Administration Distfict Schoal

Wisconsin Forward Exam SDWEX DRC USE ONLY - SAMPLE D]E (&l E
Last Name First Name State Student ID

Sassion

Content Area Assessment

) [ &l

print All Tickets

Sessions | Status Summary

# Instructions

Session Detail
Select | District Schac 2 ate EndDate  Action
: ~
a 13 |G e | ez | ) N Y o 2 7
DAC USE
v oy - .
i T GmdeSELA  GradeSELA MO ympaie 122207 DDEE E
DTRICT | SAMALE
DAC USE
By Sieor o3 Grade 3 Math | 1t yzlmie | yzfanr =)
SAMPLE e Mathematics | Searted | iz
DISTRICT | sgyooL
DAC USE
oy OglgEtT (=t Grade 5 Math | Ot 12202016 | 1222017 [
SAMPLE ] Mathematics | © | Srted | U2 e
DISTRICT | SAMELE
ad
DRC USE o e e
addsession]| [Ecotinbaal] [uslock sudad) Luniodiall] [esport student Datuits
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Test Setup

Printing Test Tickets and Rosters (cont.)

3. To print all of the tickets for the test, session, click the Print All Tickets icon (E)
in the Action column for the test session for which you want to print tickets.

Note: A set of tickets will print for each part of the test.

A Portable Document Format (.pdf) version of the Student Test Session Ticket
displays that you can view, save, and print.

ions | Status Summary

DRC USE
ONLY - Mot

eDIRECT Grade SELA  Grade 5 ELA Smrtad

SAMDLE 1/22/2016
DISTRICT
DRC USE
ONLY -

SAMPLE
DISTRICT

o Mot
Gradz 3 Math )

y2z2/2017 DDEE E

DRC USE
ONLY -
SAMPLE
DISTRICT

12202006 | 12202017 DDEEE
ONLY - s e 1

Add Session | Export te Excel ‘ Enlﬂxk Selected Unlock All Export Student Details

DRC USE

4. To print selected test tickets, click the Edit/Print Ticket

Status icon (I:J) in the Action column for the test
session you want. The Testing Status window displays.

Note: You can search for students
on the Testing Status window by Last

In the Testing Status window, select one or more Name, Status, or Status by Module.
students by clicking the checkbox next to their name in

g : To search, enter your search criteria
the Select column. Then, click Print Selected.

or select from the drop-down menus.
Then, click Filter to display the results
or Clear to clear your selections.

Lt N Status Status By Module

3 Algebra T=Code of Conduw]# Filier | |_Chwar

Testing Status - Student’s Session (Algebra 1)

Trnde 4 R ot T
arng wl w0 - ﬂ

Print Sebectod | Print AN Unlock Selecied | Wnlock All | Clese
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B Unlocking a
Student’s Test
Ticket

Occasionally, students click the green Begin the Test button at the end of
the test directions before the Proctor tells them to do so. Afterwards, many
students accidentally end their test. After a test is ended, the student cannot
log back into the test. In certain circumstances, a DAC may unlock a test.

(1) Important: A student test with a status of Completed may be unlocked
(reopened) by the DAC if all three of the following conditions are met:

1. When the DAC hovers the mouse over the Completed status in
eDIRECT on the Test Sessions tab of the Edit Student window (see
below), the number of items the student attempted displays.

2. The number of items the student attempted is two or less.

3. The duration of the test is two minutes or less.

& Instructions

* Indicates reguirad fizlds

Last Name First Name Middle Initial  State Student ID
Student | *  [Training 2 | (1234567830
Student Detail | Accommodations | Demographics | Testing Codes | Test Sessions
Student Session Detail
DRC USE GRLY - DRC USE LY - OTT — c =
| sAMPLE DISTRICT SAMPLE SCHOOL s i S EEDEE.
| 01132016 | DL/13/2015
| DRE USE oMLY - DRC USE ONLY - OTT ; ) d =
T PR PO P Sl 7=
o
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Test Setup

Unlocking a Student’s Test Ticket (cont.)

DACs have been granted the eDIRECT Test Tickets—Unlock permission to unlock test tickets. This
permission allows an eDIRECT user to re-open a test session for a student who was locked out before
completing the session. The student is able to log in to the session using the same test ticket.

To unlock a test ticket, do the following:

1. Click the Students link from the Test Setup menu.

2. From the Manage Students page, enter the student’s
State Student ID in the State Student ID field.

‘A Parmer For Excellence

Manage Students

Manage Students || Upload Multiple Students

ANNIW 350724

# Instructions

= Indicates requirad fizlds

Bl Tk Administration District N
Device Toolkit Wisconsin Forward Exam sP.B* DRC USE ONLY - SAMPLE m DRC UE ONLY - WI SAMPLE
Students

Last Name First Nama State Studit ID

Test Sessions

Testing Windows [ | [s76543210 =]
Accommodstion Content Ares  Accommodation Type Accommedation
Grada Onlina Test Ststus Contant Area

Sassion Session Assignment

i

Students Altarnate Tasting Sites

Students

State Student ID Local Student ID Date OF Birth Grade & Action

B Krish 1234557890 5876543210 1/1/2004 06
B Krich 1334557830 9876543210 1/1/2004
B Krish 1234557890 5876543210 112

B Krich 1334557330 9876543210 1/1/2004 06

ETETETENETENET

B Krish 1234557890 1/1/2004 08
B Krichna 1234567830 9876543210 1/1/2004 06
B Krishna 9876543210 1/1/2004 06
Bhan Krich 1234567330 9876543210 1/1/2004 06

3. Click the Find Students button.

4. When the student list displays, select the student by
clicking the View/Edit icon (| ).
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Test Setup

Unlocking a Student’s Test Ticket (cont.)

5. From the Edit Student page, select the Test Sessions
tab and click the Unlock icon () for the test session
that needs to be unlocked.

& Instructions

= Indicates required fields

Last Name

First Name

Middle Initial

State Student IR

B

| a7 |Krish

| P

[ | [1224567830

Student Detail

Accommaodations

Demographics

Testing Codes

Test Sessions

Student Session Detail

sment &  Status Begin Date  End Date
DRC USE OMLY - DRC USE ONLY - WI . . Cale f Mon-Calc ) ‘ r 1
SAMPLE DISTRICT SAMPLE SCHOOL Sudent’s Session | 2 one Mot Start=d E Lol E
01/06{2016
DRC USE OMLY - DRC USE ONLY - WI £ 2 .
SAMBLE DISTRICT SAMPLE SCHOOL Student's Session Item Type Chacklist In Pragress (D:TI._.-ID M EEDE Unlock

s

You have requested to unlock Krish B's ticket for
Calc / Mon-Calc Sections. Are you sure?

]

6. The confirm Unlock dialog box displays.
Click Unlock to unlock the session or
Cancel to cancel the process.
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Test Setup

Regenerating a Student’s Test Ticket

began-the-test-withont-oney Within eDIRECT you can regenerate a test tickets from the Testing Status
window or the Edit Student window. Assign the accommodation, regenerate the test ticket, and confirm that
the online accommodation appears on the student’s test ticket.

Note: Regenerating a student’s test ticket deletes the student’s previous responses.

Testing Status

® Instructions

Testing Status - THTwenty (Gr8 Writing Practice)

Select Last Mame First Name User Mame Password Status Started Completed Action

10/08/2013

[ Twenty Student STwentyl — GIFT7766  Completed 0zazpm  L0/08/2013
cT

02:04 PM CT

Print Selected Print All Unlock Selected Unlock All

To regenerate a student’s test ticket from the Testing Status window, do the
following:

1. Click on the Test Sessions link from the Test Setup menu and enter your
search criteria.

2. Click the Show Sessions button.

3. Click the Edit/Print Ticket Status icon () in the Action column for the
student’s test session.

4. The Testing Status window displays. Click the Regenerate icon ( ) for
the student whose test ticket you want to regenerate.
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Inserted Text
If a student should have an online accommodation (such as TTS) and starts the test without the accommodation assigned in eDIRECT, the accommodation will need to be assigned and the test will need to be regenerated. Regenerating deletes all previous responses and will assign a new password. If a student starts a test and discovers the accommodation is missing, the proctor should direct the student to END the test (NOT pause and exit). 

Important: A test that has been started without online accommodations may be regenerated by the DAC if all three of the following conditions are met: 
1. When the DAC hovers the mouse over the Completed status in eDIRECT on the Test Sessions tab of the Edit Student window (see below), the number of items the student attempted displays (Note: The Proctor must have directed the student to end the test in order for the status to show, “Completed.” If the test status still says, “In Progress,” the DAC cannot regenerate the test). 
2. The number of items the student attempted is two or less. 
3. The duration of the test is two minutes or less.
If these conditions are not met, the DAC should contact DPI for regeneration guidance. 

[Begin the next text ("Within eDIRECT you can....") in a new paragraph. 



Test Setup

Regenerating a Student’s Test Ticket (cont.)

Confirm Regenerate

@ You have requested to regenerate this ticket. Any

responses will be deleted. Are you sure?

5. When the Confirm Regenerate dialog box displays, click Regenerate Test Ticket
to regenerate the student’s test ticket or Cancel to cancel the process.
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Regenerating a Student’s Test Ticket (cont.)

Edit Student

®Instructions

* Indicates required fields

Last Name First Name Middle Initial NSSRS ID
SAMPLE * |sTuDENT ® 1111111173 ]

Student Detail Accommodations Demographics Testing Codes Test Sessions

Student Session Detail

A Session Name A Assessment A status 4 BeginDate  End Date Action
SAMPLE SCHOOL Gr 7 Writing
SAMPLE DISTRICT SMOKE TEST EDIRECT | Practice Gr 8 Writing Practice Mot Started

To regenerate a student’s test ticket from the Edit Student window, do the
following:

1. Click on the Students link from the Test Setup menu, enter your search
criteria on the Manage Students window, and click Find Students.

2. Click the View/Edit ([_}) icon for the student.

3. The Edit Student window displays. Click the Regenerate icon ( . ) for
the student whose test ticket you want to regenerate.
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Test Setup

Regenerating a Student’s Test Ticket (cont.)

Confirm Regenerate

You have requested to regenerate this ticket. Any

responses will be deleted. Are you sure?

4. When the Confirm Regenerate dialog box displays, click
Regenerate Test Ticket to regenerate the student’s test
ticket or Cancel to cancel the process.
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Test Setup

B Transferring
Students

 Transferring
Students Within
a District

 Transferring
Students
Between
Districts

Within eDIRECT, a DAC can transfer students between schools within
a district. A DAC must contact the WI Help Desk to transfer students
between districts.

To transfer a student within a district, the DAC does the following:

1. In eDIRECT, select Test Setup—Students, enter search criteria, and
click Find Students to search for the student.

2. From the student list that displays, select the View/Edit icon (7)) in
the Action column.

3. From the Edit Student window that displays, select the Test Sessions
tab.

4. Remove the student from any test sessions that have a status of Not
Started (see "Adding a Test Session" on page 24 for instructions on
removing a student from a test session).

5. Return to the Edit Student window.

Hint: You can double-click on the student’s name in the Edit Test
Session window.

6. Select the Student Detail tab and choose the new school from the
School drop-down menu.

7. Save the changes by clicking Save at the bottom of the Edit Student
window.

All of the student information (including tests that have already been
completed and assigned accommodations) will move with the student
to the new school. The student will need to be placed in test sessions

for any tests that are not started at the new school.

To transfer a student from one district to another, the DAC from
the receiving district should contact the WI Help Desk at 800-459-6530
with the following information about the student:

» State Student ID

* Grade

* Receiving District
* Receiving School

All student information (including tests that have already been completed
and assigned accommodations) will move with the student to the new
district and school. The student will need to be placed in test sessions for
any tests not started in the new school.

Note: Options are available for transferring ten students or more at a time.
Please contact the WI Help Desk at 800—459-6530 for more information.
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The Reports Menu

From the Reports menu, eDIRECT users can access status reports. You can hover your mouse over a
completed test to display information about the student testing, such as number of questions attempted.

A Partner For Excellence

‘Welcome !

Testing Status - Student’s Session (SQA - Item Type Checklist)

[ | student

. . . . . 01/20/2016 . . o] Y
[]  student Training 1097844 test1234 £ 02:41 PM EE
Progress T i

' ' ' ' ' 02/17/2016 | '
L In ! o] rY
[ | student Training 1097842 test1234 | é# 102 AM EE.E
' ' ' ' ' | 01/20/2016 | '
o In oEl Y
[l | student Training 1097841 test1234 02:49 PM EE

{2
02/18/2016
02/18/2016
O | student Tenng | 1097843 te COMOleted gi’“” PM 03':16;PM o [ Rlel

‘ 1 of 42 questions attempted ‘\

2. Hover your mouse over a completed test to
see the date and time the test was started and
1. Select Status Reports from the completed, as well as the number of questions
Reports menu to display status reports the student attempted to answer out of the total
that track testing activity for a test number of questions.
administration in a particular district
and school.
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Reports

Status Reports

eDIRECT users can use its status reports to track testing activity for a test administration in a particular
district and school. During testing, these reports are updated daily at the end of each testing day.

Note: The Daily Cumulative Student Status Report is updated in real time.

A Partner For Exeellence

General Information Status Reports

* Indicates required fields

Manage Users

Administration District School
Direct Set
el oL Wisconsin Forward Exam S E * (Ally |Z|
Materials
Test Setup Reports
Description 4 Action
Administration Setup Displays 2ll students in 2 test session, regardless of
whether they have started the test session or not. Shows
Weoarie = Daily Cumulative Student Status Report the test status for each student, including start and .
L i submit times, the ticket status, assigned accommaodations

and has a comment field.
Displays sach student that logs into a test. Shows the

Status Reports
test start and submit times, test ticket status and has a2

) =
Student Lookup ¥ Daily Student Status Repart comment field. This report doss not contain any
cumulative test activity for the student.

Daily District Report of Testing Status by School Displays thenumber of fests storred and ended fona

district and school, or a grade and subjact level.

St Displays the number of tests started and ended at a E
Weekly District Report district level for each week of testing.

To display a status report, select Status
Reports from the Reports menu and click
on the Action icon (:) next to the report
you want to display.
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Additional Materials

Use the Additional Materials option to order printed Braille materials. The District Assessment Coordinator
(DAC) should request printed Braille materials through eDIRECT.

1. To order printed Braille materials, select Additional
Materials from the Materials menu. The Search
Additional Materials window displays.

A Partner For Excellence :@

Welcome Bob Balderson!
Home | Log Off

General Information

Search Additional Materials

Manage Users

B Instructions

ANN3IW 3S0T104

eDirect Setup

* Indicates required fields
Materials %

Administration District School
Additional Materials ELDA E' > 990 - DRC USE ONLY |z| *
Tkt Sobin Status Order # Request #
(all) [+]
Administration Setup
Find Orders Add Order Export Orders
Reports ; . w
Student Lookup Orders

Order # ¥ Request# ¥ District ¥ District Code ¥ School ¥ School Code ¥  Status ¥ Order Date ¥ Approval

No data to display

2. To place a new order, select an Administration
and District, and click Add Order.

Page 47



Additional Materials (cont.)

Client Entry

#Instructions

Administration District School

| Additional Materials Entry | Notes

Additional Materials Description A Request Qty Shipping Qty

| Grade 3 Braille Test Booklets
Grade 4 Braille Test Booklets
Grade 5 Braille Test Booklets
Grade 6 Braille Test Booklets
Grade 7 Braille Test Booklets

Grade 8 Braille Test Booklets
Grade 10 Braille Test Booklet

3. In the order tables, enter material counts for the
printed Braille materials the district requires.

Client Entry

B Instructions

Administration District School
[ || [

—L it 7 AT ] =R

Additional Materials Entry | Notes

4 Description 4  Date Entered A Action

No data to display

4. Select the Notes tab and click Add
Note to add a note indicating the
date on which you intend to begin
Braille Testing.

Note: If you click Cancel, you will
return to the Search Additional

q . ~
Materials window. S Add Note |
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Additional Materials (cont.)

#® Instructions

User Initials
Short Description

Long Description

5. To add a note, enter your user initials, a
short description and a long description,
and click Save (or Cancel) to return to
the Notes tab.

6. From the Notes tab, click Add Note to
return to the Additional Materials Entry
window.

Client Entry

®Instructions

Administration District School

| Additional Materials Entry | Notes

Additional Materials Description A Request Qty Shipping Qty

Grade 3 Braille Test Booklets
Grade 4 Braille Test Booklets
Grade 5 Braille Test Booklets
Grade 6 Braille Test Booklets
Grade 7 Braille Test Booklets
Grade 8 Braille Test Booklets
Grade 10 Braille Test Booklet

7. When you are finished, click Submit to submit
the order or Cancel to cancel the process.
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Additional Materials (cont.)

A Partner For Excellence

Search Additional Materials

® Instructions

* Indicates required fields

Find Orders Add Order Export Orders

Order # ¥ Reguest # ¥ District
CRC Usa Onby -
17618 Sample District
ME

MES5%55

DRC Uss Onby -
17615 Sample District
ME

MES9555

Administration District

ELDA 5 999 - DRC USE ONLY
Status Order #

(Al [v]

¥  District Code

School
Ok

Request #

er Date ¥ Approval Dete ¥ Action

2
]

DRC Use Only - Sample

Sehool 9999 Submitted | 9/10/2015
DRC Use Only - Sample | goceq Submitted  9/10/2015
Schoal uam i

o

‘Welcome Bob Balderson!
Home | Log Off

8. To edit or delete an existing order, select an Administration and click Find Orders. In the
Action column, click the View/Edit icon (__}) to display an order or the Delete icon (X ) to
delete an order. You can only update orders that have a status of Submitted. If the order
status is Under Review, Pending, or Completed, you must place a new order.

Note: If you need to update an order after it has a status of Under Review, Pending, or
Completed, please contact DRC Customer Service at WIHelpDesk@datarecognitioncorp.
com or 1-800-459-6530.

Page 50



mailto:WIHelpDesk%40datarecognitioncorp.com?subject=
mailto:WIHelpDesk%40datarecognitioncorp.com?subject=

Notes
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Direct: 1-800-826-2368
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